
Ponteland High School
Headteacher: Kieran McGrane
The Crescent,
Callerton Lane, Ponteland
Newcastle upon Tyne
NE20 9EG

Tel: 01661 824711
Email: phs@ponthigh.org.uk

We have the following vacancy: Exams & Data Manager Band 7 (£28,672 - £32,234 p.a)

Required to start as soon as possible

This post is full time and permanent.

We are looking to appoint a highly competent Exams & Data Manager to lead our exams department working alongside an
experienced Exams Assistant.

This post sits within our Senior Leadership Team and takes responsibility for all processes and procedures relating to data and
examinations.

Key responsibilities include:

• Coordinating exam entries for all candidates

• Managing the running of exams

• Producing exam timetables and seating plans

• Overseeing the receipt and checking of certificates

• To manage and administer MIS database and associated integration with other data solutions

• To administer the assessment, tracking and reporting process for our 1600 students

In recent years the school has successfully navigated its way through some major changes. We became an 11-18 secondary
school from September 2019 welcoming new year groups in Y7 and Y8; this expanded the school population to approximately
1600 students. Then, in November 2020 we moved into state-of-the-art school facilities to finally have an outstanding learning
environment that both our students and staff deserve.

Our students make our school special; they are enthusiastic, talented and motivated to do well. We want the best for them and
are looking to appoint a colleague who will add significant value to our school and support us in the drive to become truly
outstanding.

How to apply:
1. Go to the school’s home page, www.ponthigh.org.uk
2. Go to ‘About’ then scroll down the list to ’Vacancies’ to download the information
3. Email completed application to c.barker@ponthigh.org.uk by 3.00pm on Friday 4 February 2022

Ponteland High School is part of Pele Trust . Registered address: The Crescent, Callerton Lane, Ponteland, Newcastle upon Tyne NE20 9EG.

A charitable company limited by guarantee registered in England and Wales (company number: 11395017).
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